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OFFICE OFTHE SECRETARY OF =ATE 
DEPARTMENT OF ARCHlV€S AND HISTOR' 

.-j 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
I -- .--- 

.INSTRUCTIONS: See Publication No. 76-RM-1 for instructions 
Department of Archives and History, Records. Management Division, ,330 Capitol Av+ue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

-_.- I ..-*-.._ - I--.- -- _-.-.11-- _ll...-.-d--.l-̂ -.llll 

FOR RECORDS MANAGEMENT USE F Application Number 
FOR AGENCY USE 1. Agency Address --$ DeDartment of Publ ic  Sa fe tv  

_.__I_ 

ipplication Da:e 

I 959 E a s t  Confederate Avenue 
A t l a n t a ,  Georgia 30301, 

r \ J e r  S u p p w t  DLuk.tOm ipplication Number Date Receiv Date Completed 

___ --- .-.-.-l.ll_._~_-~.I 1 --...-I.I. I 
I_ = ~ ~ - ~ ~ ~ . = ~ = ~ . ~ - - = L L = .  . . ' ' i- 

!. Persan'to Contact Working Titls Telephone Number 
~ ._____I-___ 

Sgt .  Davis Supervisor 656-5898 
-----_I-- 

~ .- ~ ~ __ __--.-____ . .... . ~ ~ . ~  
~ ..~ llll_~I_---I...I..~--~ -~ - 

It b. Action Requested 
a. dEnabnsn Retention Schedule; record will continue to accumulate. 1 

... -~ ~ .~ b. . ~- 0 Disjose of ... pre-se.nt accumulation; no furthar~accumula&on anticioated~. - -- L c. 0 Amend Appilcarion No. -_-_-- Check One: 0 Chanqk: 0 Supercede; 0 V-4d 
i. Dates of Saries 
iarliest Latest 

1973 I Presen t  
i. riivision and mice Fmaion 

5. Records Series Title (followed by title used in qffice; if different) 

Commercial Drivitlg School I n s t r u c t o r ' s  C e r t i f i c a t i o n  F i l e  '. 

-I_̂ _ _I I--____ L -I-- .-__- 
What i s  zhe function of the Division and the Off ice in which this record series is  created? 

r 
The Driver  Support Div is ion  provides  adminis t . ra t ive  and superv isory  support  t o  
t h e  Driver Serv ices  Sec t ion ,  Accident Reporting Sec t ion ,  No-Fault Insurance 
and P e r m i t s  Sec t ion ,  Motor Vehicle. In spec t ion  Sec t ion ,  and Motor Carrier Safe ty  
Uni t .  The r e s p o n s i b i l i t i e s  of the Divis ion  are d i r e c t e d  toward t h e  improvement 
of d r i v e r  c a p a b i l i t i e s ;  motor v e h i c l e  s a f e t y ;  acc iden t  and en'forcement r e p o r t i n g ;  
and assurance  of d r i v e r  i n s u r a b i l i t y .  

. 
~ 

--. - 
r. Record Series Detaipthn This file contains the followin4 documents (include form numbersand tirles, if any): 

Attach samples of the file. 
i 

documents relating tc: C e r t i f  y i r q  Commercial Driving I n s t r u c t o r s  ; 
. ~ ~~. ~ ~ .~ - -~ . ~ ~ 

. .~ ~ ~ ~~ -~ .. . . ~ ~  

. .  

Included are': Appl ' ication f o r  I n s t r u c t o r ' s  Cert i f icate ,  Phys ica l  Examination Report ,  
F i n g e r p r i n t s ,  Photographs, A f f i d a v i t s  and r e l a t e d  materiai 

. . -  
_ I  
i .  

F ~ I ~  is arranged: Alphabe t i ca l ly  by J n s t r u c t o r  ' s  name 
-. 

__ __ .~ L-.-. .-. ----_I 

i 
5. 'Monthly Reference Rate 

~~ 

How often are records referred to which are: 

One to six months old 20.----; Seven to twelve months old >-; Thirteen to twenty-four months old 
twenty-five months and older a_-? 

1. Annual Rate of Accumulation of Records- 

-; :. 
r 

---A_--. - -~  ~. 

Letter.sire drawers One -: Legal-size drawers ------1-; Shelves _ _  Other (sp,ocjfy) _ _  
.. . 

, I li 
1 1  1 .~ ,~. - - ~  - ..----I--.,--I ~ -._.. cll - _.__.-c__ L A A c , - -  ___I_-_ 

, .  

~ ~ ~~ ~ rnvnr)  - 
~. . . .  q-eq-71: RIV.~~ZA_-~ ~ ~ . 

. .. . 



YES NO 

X 

-.- 

-years. ---years. d. Audit period 3 

b. Statute of limizaiion :. years. e. Administrative nwd .i-----years. 
c. Federal law -years. f. Federal retention instructions years. 

~ ~ 
-~ - ~- ~- - ~ - - ~ -  ~- - ~. ,. ~ ~~~ -~ ~ ~-~ -. 

~ - _ _  ~ L 
.~ a, St_ati-Law ~. - ~ _ _  

L ~. - Attach copy or exzr? of laws'or regulations. Explain administrative need. ! 

-- yc__r__l---~ __I --~.-_l--=--.l_ .-_I____ 

-- I_gl 

10. Questionnaire (Place an "X" in the proper wlumn) 
1 

i 
b. ,Does the series contain knfidential information requiring securiw, handling? If  yes, cite law or r&lati&. 

! I . ' ,  ] 

a. I s  this the official mpy of the series? 
--- If rips. where is  it? ._l-l.____ ~ _ I  -- 

I 
-__ - ~~ ___ - ~ - - -  

Instructor has 3 years t o  renew cer t i f i ca t ion  a f ter  term expires. 
-- ----_-_.___I_ --.--I_ 

12 4ppproved Dispoition Inrtiudons This egency recommends that the file series be cut off a t  the end of each: - , 
0 Calendar Year; 0 Fiscal Year; CdOther 1 - 1  I then, 

0 Hold in the current files area -rnonth(s) year(s1; then 
0 Transfer to local holding area; hold - 
0 Transfer to State Remrds Center; hold 
0 Destroy. 
0 Transfer to %ate ik& ives  for permanent retention. 
B Other (Specify) See  below 

year(s1; then 
year(sl; then 

Upon expiration of t e r m ,  withdraw record from a t i v e  f i l e  and p l a  
Cut o f f - a t  end of each CY, hold i n  C.FA three years, then destroy. 

e i n  inac i v  f i l  

These instructions apply to al l  prior and future accumulations of the series. 

-- I_ 

gency Head/Designee (Signature) -_I_ 

SlnueA ~ ___-.-_ 
/q--+ - 
emmrnendations in para- 
apWl2 are approved. 
f disapproved, attach letter 
explanation.) 

__-- 

Attorney General/Designee 
I_ -II_ .II-pI-~- 


